
li (. NOV 1964 


MEMORANDUM FOR: Deputy Director for Science and Technologv 

Director, National Photographic Interpretation 
Center 

Chief, Technical Services Division 
Director of Communications 

SUBJECT : System of Cataloging of Agency Research and 

Development Efforts 

REFERENCE : (A) D/BPAM memo of 2 October 1964 

Subj: Cataloging of Agency R&cD Projects 


1. Purpose , In accordance with | \ and in implementati > 

of reference (A), this memorandum establishes a system of cataloging 
researc h and development projects, including external research in the 
science and technology area. 


2, Cataloging System . 


a. The cataloging system consists of R&D Catalog Forms, 
Form 2338 (Attachment A) for each R&cD project, contract, or 
grant funded in the current year or to be funded in subsequent 
year budget requests. In addition forms will be completed o i 
all external research or analysis projects in the science and 
technology area. All forms will be consolidated into catalogs, 
available in four complete copies as follows: 


(1) For DCI, DDCI, and Executive Director-CornptrcJler 

use 

(2) For OBPAM use 

(3) For use of members of R&D Review Board (to be held 

by DD/S&T) {2 copies) 

Extra copies of individual forms may be prepared as required 
for internal office, division, or component use. 
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b. This system is intended to provide all the data required 
for budpt and financial plan justification, as well as requests 
for project approvals as outlined below. (Shopping lists will be 
required for budget back-up purposes but only a listing of pro- 
ject titles and three year dollar figures without any additional 

. explanation). 

c. OBPAM will provide and maintain a catalog index, 
organizing the catalog forms in accordance with Budget Project 
Numbers as follows: 

(1) Office 

(2) Major Category 

(3) Number 

d. When project approvals on current year contracts or 
grants are requested in compliance with DDCI memo of 23 
December 1963, revised catalog forms will be submitted in 
justification thereof, A covering memorandum for signature 
approvals with any pertinent additional information not stated 
on the form, plus the contractor's proposal and cost estimate, 
as deemed necessary, should be sufficient to obtain approval 
at all appropriate command levels. Four copies of forms will 
be provided to OBPAM for insertion in the catalogs. 

3. How to Fill Out Form 2 338 . See Attachment (B). 

4 . When to Submit Form 2338 . 

a. Initial submission of catalog forms is due in BPAM 

8 January 1965 and will cover all projects funded or budgeted 
in Fiscal Years 1965 and 1966. 

b. Thereafter, block submissions of catalog forms will be 
required in June of each year in support of the Financial Plan 
for the forthcoming fiscal year. In addition financial data (i^ 
available) should be included on the forms for the next budget 
year, i. e. in June of 1965 include final FY 1965 figures, up-dat€ < 
FY 1966 funding, and new planning figures for FY 1967. When 
financial data for the new budget year is not available in June-, 
catalog forms should be submitted in the following August in 
support of the Office Estimates submitted to BPAM. 


- 2 - 

Approved For Release 2^04H)5fl 2 RCIA>RDP86M00612R0001 0002001 4-7 



Approved For Release 2004/05/12 : CIA-RDP86M00612R000100020014-7 

SECRET 


c. As mentioned in paragraph 2d above, catalog forms wiU 
be submitted to BPAM for replacement in the catalogs during 
the execution phase of the budget whenever projects are being 
requested for approval at the office level, deputy directorate 
level, or DDCI level. This will enable a continuing up-dating 
of information in the catalogs without any additional effort, 
since the information is required in conjunction with the pro- 
ject approval system- 

d. When changes in funding levels are required on the 
catalog forms as a result of Agency, Bureau of the Budget, or 
Congressional budget actions, BPAM will make necessary pen 
and ink changes to dollar amounts on the current forms in 
accordance with revised project shopping lists as provided by 
individual offices. This normally will occur in the months of 
September (Agency adjustments), January (BOB adjustments) 
and June (Congressional adjustments) of each fiscal year. 

5. To Whom to Send Catalog Forms . Exclusive of copies 
required internally at the Office or Deputy Directorate level, four 
copies of each form should be submitted to OB PAM, Room 6-E~08, 
Attention: | | This will occur in bulk submissions as noted 

above in June and August and in individual submissions during tiie 
year as projects are approved at appropriate command levels. 




John M. Clarke 
Director of Budget, 
Program Analysis and 
Manpower 


Attachments: (A) Sample R&D Catalog Form, Form 2338 

(B) Instructions for Filling Out R&D 
Catalog Form 
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Item 1. 


SECRET 


A utachrient 


Instructions for Ellling Out *'R&D Catalog Eg rm" 

25X1 



?■ Describe the project In one sentence using vocabulary which Is generally undei s^cxi 
or which can be explained to a non-teohnlcally trained person. Do not avoid re. or 
uncommon technical terms If they are needed to correctly describe the proiect. 


Items 3 and 4. Self-explanatory. Leave blank If not known. 


Class Includes Manufacturer, University, Individual, Government Agency, ecc 
Item 6, Use the following abbreviations: 


Item 7* 


Item 8, 


Item 9» 


Enter the dollars progi’ammed for the past, current, and budget years. The se f *; r 
years will change at tlie time of the bulk submission of forms in June of each vi 
At that time drop the previous "past year" and add the new "budget year" t.g. |~ 
1965, enter amounts for FY 1965, FY I966, and FY I967, and do not make any'entnl 
FY 1964 . Continue using those three fiscal years until the following June. 

Requisition number assigned by LOG (if applicable). 


25X1 
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Offices will use the follijwing abbreviations: 


25X1 


Offices may use W lettering system they wish to designate the major category ..j hi- 
project (to be written out in Item 15). Preferably this letter should be the sun. a; 
the first letter of the Major Category j| hf , ,,,, pcv-i 

more Major Categories have the same firl, leiiei’, use A, Y, ahd Z for the : econo, 
third and fourth category. 


The number designation originally given to each project should be maintained untl ; 
termination of the contract or unless the project never was initiated. At that t me 
a new project can be given the old and non-active number. 
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^em 10 ♦ Enter the estimated beginning date (month and year} the current year contract wi I 
take effect or work will commence, and the estimated date work will be completed 
under the current year contract , e,g. July 1964 - June 1965» April 1965 - Oeceitb i 
1965 . Use budget year contract dates only when the project is to be initiated In 
the budget year (no current year effort). 

Item 11, Enter classification of various facets of the project (abbreviate as necessary) l a. 

Agency asBOClatlon - UNCLASS, 

Title - CONFIDENTIAL 
Work - SECRET 


Item 12 . Self-explanatory, 

*Item 13 . State briefly the intelligence requirement for the project, any unusual autnorit/ 
for its initiation (DCID, NSCID, PPIAB guidance, etc.) and any directorate, offu 
or agency other than the responsible component which generates in part or in tot) 
the requirement for the project. 


Item 14 . Use a combination of the following terms: 


(a) BASIC RESEARCH 

(Effort directed toward the Increase of knowledge in science, the 
primary aim of the investigator being a fuller knowledge or imder 
standing of the subject under study — through theory and experiment.) 

or 

(b) APPLIED RESEARCH 

(The application of knowledge, material and/or techniques dlrecte-c 
toward a solution to an existent or anticipated requirement — usl al 
characteristic Is that the design of en items is directed towards 
hardware for test or experimentation as opposed to service use. 

Same as Engineering Research. ) 

or 

(c) ENGINEERING DEYELOPiyENT 

(Project directed towards the development, test, or evaluation 
of items of equipment and/or systems for field use or operational 
evaluation. Same as Advanced Development or Prototype Design/ 
Assembly. ) 

or 

( (d) y EXTERNAL ANALYSIS 

(Project directed towards the compilation and analysis of data 

and the production of finished information or intelligence reports. ) 

or 

(e) SERVICE 

(Provision by the contractor of personnel or other services.) 


Item 19 . Enter the title of the Major Category used by the office in administering its prcg uu 
Under ” sub -categories" enter all types of effort applicable to the project. (Tent • 
tive list of Categories attached to these instructions). 

Item 16 . Enter the prototype, service model, studies and/or reports to be delivered oc pro- 
vided by the contractor. In addition, utilize this space to indicate the imorovenrn 
. over current systems or If applicable, e,g,\ 

L / ' 
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.erg 17* State any related contracts within Agency, DOD, 
relationship to subject project. Also describe 


etc. and describe the la 
extent of coordination with outside 


agencies to Insure no unnecessary duplication of effort. 


- ^tem l8. State the intelligence requirement and specific targets against which the wor^ is 

directed (an expansion of the brief statement in Item 13 ). Be particularly ex;pllcl 
in relating the project to a specifically assigned mission or function of CIA, 

Next, describe in scientific and engineering terminology the work to be perfo ^ed. 
This description should pemlt professionally qualified scientists or englneoj-s to 
gain an insight into the starting and end points of investigations under this pro-- 
Ject and how the work couples into other effort being expended in this field. A 
free use of technical vocabulai’y is pe 2 :Tnissable and encouraged. 


When the project is a continuing effort or a follow-on phase to current efforts anc 
approval is being requested , describe the achievement of the past year's effort anc 
the justification for continuation in concrete terns. This should provide all 
Justification required to obtain project approval at all command levels. In almost 
all instances involving project approvals, an additional page will be required to 
adequately describe project. Insert " ( over )” after space is filled and attach a 
blank sheet of paper and enter in left hand margin; 


” C ontinuation of Item 17 ; 


25X1 


Continuation of Item l8; 


Tl 


Item 19^ This entry should only be filled out when form is being submitted for project aj. - 
proval. Stamp or type name or position of approving official as appropriate am- 
date of approval. Do not make an entry when forms are submitted in justification 
of Plnanclal Plan, Office Estimates, or Congressional Budget, 
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